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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SEcRerany of sTate |
|
l

RECCRDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhatn,n No 76-°M—-1 fcr instructions on completmg this form, Forward slgned ariginal o
Capartment of Archives and Histary, Records Management Division, 330 Capitol Avenue, Atianta Georglq, 30324,
Attention: Scheduiing Sect:on : :

e e

4

i« FOR AGENCY USE {1. Agency Address o 3 r-on RECOROS MANAGEMENT USE
Agotication Date Georgia Ports Authoiity - C - | Aeplication Number
: 4-3-83 . | Administration Division - | 7q 5 g
| Applicaticn Number 1 Post Office Box 2406 | Oats Recaived . Date Cornp!eted
; 100 : Savannah, Georgia 31402 : | AP '1 | Toaa M
. 2. Parson to Contact . , . ' - Workmg Title : Tetephona Number
! Carol Moseley Admiistratlvent nt _ | | _964-3869
3. Action Requened _ =
3. O Estaousn Retention Schedule; record will continue to accumulate.
b. O Dispose of presant accurnulat: n; no further accumulation anticipated.
_ ¢. X Amend Apoiication No. L2 79-5-A .. Check Qne: X Change; O Supercede C_Vaid
'+ 1, Datas of Serias 5. Hmrds Series Tltle {followed by title used in offics, if different}
P Zarliest Latest
; 1976 | To Date Overtime Listing File :
j €. Oivision and Office Function What is the function of the Dwmon and the Offma in whuch this record series is created?

i The Director of Administration assists the Executive Director in the"ﬁanagerial functions
i of the Georgia Ports Authority and is responsible for the operations of the Personnel,

Safety and Training, Port Police, Reproduction/Communications Department, Claims Department. -
Maintains 1iaison w1th labor attorney and keeps staff advised of any new labor laws and acts.

7. Record Serigs Description ~ This file contains the followmg documents (mclude form numbers and titles, .-f any}

Attach samples of the file. .,
Documents relating to: A breakdown of hours worked; straight time, overtime, holiday, vacation,

etce. ' ' ' '
Included are: | Listing of overtime hours by division and a payroll analysis report. S

for hourly paid employees. (Pay L 18 and Pay_12 D respectively)

' File is arranged: Chronologically
8. Monthly Referanca Rate How often are records -referred to which are: |
One to six months oid 4 . Seven to twelve months old 4 ; Thirteen to twenty-four months oid —_—

twenty-five months and older_‘_ff_r_,i,_e_i__. ?

3. Annual Rata of Acwmula’a’on’of Rerords
' Letter-size drawers ; Legai-size drawers

; Other (specify) 1 box
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ves [ NO | 10. Questionnaire  (Place an X" in the aroper column) y o
3. Is this the official copy of the series? : . ' .

X If not, where is it? ' X Y
| b. Does the series contain confidentiat information reduiring security handling? !f ves, cite law or regulat:on Tt
X Privacy Act ¢ _ , R .
% | . ls this a vital record? . | I
1 X i d. Does this series have historical or long term researcn value? n :

e. When one or two documents in the file make it necessary to keep the entire fule for a iong period, could these
n/a documents be scheduled separately?
X 1 £ Is mmmauﬂ.mh:mnmmmwdmmmw

g. Is the information contained in this series ever analvzed and/or recorded in a surnmanzed report?
X If_ves, attach coQy, :

h. is there a duplication of this saries in your office, or mn another office or agency?

X 1f ves, where?
* | i Isthis Mmmmnmuhﬂu mmmfﬂmed’

X L. Does the record series result in a comouter printauy? L€ 1S @ computer printout.

11. Retantion Requirements ~ The following requiras the series to be kept:
a. State Law _ | ! years. . d. Audit period - - = : : years.
b. Statute of limitation years. e. Administrative need 4 vears,
2. Faderal law C T m— years. - f. Federal retention instructions SO Years.

PR TP UY S Y

Attach copy or excerpt of laws or regulations. Explain administrative need.
Office reference requirements -- 4 years.

§ 29CFR 1602.3] - 2 years,

12 _Abomved Disposition Instryctions ~ This rargencv recormmends th}!t thé file series -bércut 7bjtr1‘ at the ‘end of each:
B Calendar Year; O Fiscal Year; O Other _ . then,

manth{s) year{s}; then
year(s); then

year(s); then

T Hold in the current files area
£ Transfer to iocal holding area, hoid
O Transfer to State Records Canter; hold
i Destroy,

O Transfer to State Archives for permanent retention. .

& Other (Soecify) NOTE:
'n the event a charge of dlscrfmtnaTIon ts filed, or an actton brought by the EEO

" Commission or the U.S. Attorney General, these records must be retained unttl final
.disposition of the charge or actfon,

i
L
These instructions apply to ail prior and future accumulations of the saries,
| Agency Head/Designee _(Signature) | Date Records Management Qfficer (Signawre} Date
2/ / it A 2
_ , State Racords Cammlttn (Signature} ' Date
Recommendations in para- " (V' ' - ' _ T
graph 12 are approved. l ~ State Auditar/Designes : . 5—’( -3
{If disspproved, attach letter a — : ’
of axplanation.) Secretary of State/Designee W M\a-——— ‘ ' Wﬁ
. = 1y f r o fre.
Attornay Generai/Designee ) Z}t’ - t"f
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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF ARCHIVES AND HISTORY

H
-

»

INSTRUCTIONS: See Publicatign No. 76~RM-=1 for instructions on completing this form Forward signed original to

Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Gaorgna 30334,
Attention: Scheduling Section.

ab A AP
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3. O Estaousn Retention Scheduls; record wiil continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated. '

! _FOR AGENCY USE 1. Agency Addnsc_ : - . FOH RECORDS MANAGEMENT USE ‘
" apohcation Date Georgla Ports Authority CL , Apphcatlon Number '
1. ' Post Office Box 2406 : i
2 1‘ 9 ‘ Savannah, Georgia 31402 q 5 H
" Application Number . Dete Recaived Date Compieted
. 64 Administration Division : MAY 41979 | MAY 35 e
2.« Person to Contact Working Title : Telephana Number ‘3
Charles E. Steed Director of Administration - 912-964-1721 !

3. Action Requested ' =

i ! X Amend Application No. .. 6 + 79- Check One: [J Change; (3 Supercede; (] Vond
T4, Dmes of Series S. Records Saries Title (foilowsd &y title used in f in office; if diffarent)
1§ Barliesr . Latast ' : :
- ,
L. 1976 | To Date Overtime Listing File
14, Civson and Cifica Function What is the function of the Division and the Office in which this record series is crea:ed?

The Director of Administration assists the Executive Direc+or fn the managerfial functions
of the Georgia Ports Authority and is responsible for the operations of the Personnel,
Safety and Training, Port Police and Reproduction/Communications Departments. Maintalns
liaison with labor attorney and keeps the staff advised of any new labor laws and acts.

e o
Conn et

7. Record Series Description This file contaings the fatlowing documents (include form numbers and r:'tlés, ifany}:
- Attach samples of the file, : _ .
Documents reiating to: A breakdown of hours worked; straight *ime, overtime, holiday, vacation,
. etc. | ‘
incluced are: Listing of overtime hours by divisién and a payrol! analysis Eepqrf
for hourly paid empioyees.
Fila is arranged: Printouts are arranged chronologically, current date on top. Information
on printouts is arranged by division.
8. Monthly Referencs Rate How often ara records refarred to which are:

One to six months old .i..__._o_.: Seven to twelve months oid A ; Thirteen to twenty-four monthsold 0 _;

twenty-five months and older ?

Annual Rate of Accumulation of Rerords

Letter-size drawers ; Legal-size drawers n/a___:Sheives h/a ___:Other (specify) 1 legal box

1 aR~50=71: Rev.78 !Qvar)
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© | Agency Head/Desianee (Signature) Qate | Records Management Of'fwer fSaanarure} Date
{! //Q M/ ‘H’,.l____, - :

N R IR I We Nk GRAFITIIAITY 1\riege an A N the proper colump)

3. ls this the official copy of the series?
__If not, where is it? o -

be Does the series contain confidential information requiring security handling?* If yes, site law or re.gulaticn-. N .
X Privacy Act ) T, ) A

X . this a vital record? f T =
X d Does this series have historical or long term research value? ' ¥

8. When one or two documents in the file make it necessary to keep the entire file fdr | long penod could these .
/B __ documents be scheduled separatelv? N )
X4 f lsmmfgimmw_mnmmﬁum_mbhma_ﬁm.m;ch cogv, . '

Q. is the’ nforn‘sat:on contained in this series ever analyzed and/or recorded in a summarized report? _

X If ves, dttach cooy, — _ :
h. ls there a dupimtxon of this series in your office, or in another office or agency? -

x _1f ves, where? |

X {1 lsthis : o af jt, ' d?

x .1 i Doesthe record series result in a computer printout?

11 Retention Requiraments The foltowing requires the saries to be kept:

O an nh a

E

a. State Law 4 years. d. Audit period , 7 years.
5. Sratute of limitation e Y@BTS, 2, Administrative need —— years,
2. Federal law , — years, - f. Federal ratention instructions years,

R N ¥

Atrach copy or excprpt of Iav's or regulatlons Explam administrative need. - - : -

; :‘ - I, ' C - . Lot PR -~ " N e . - B } .

12. Aparaved Disgosi{i'on instructions Th|s agancy reccmrﬁends that the file series be cut ort at“tht- end of each: N
~©© O Calendar Year; O Fiscai Year; [J Other then,

& Hold in the current files area month(s) —1 __ear(s); then
Bl Transfer to local hoiding area, hoid > year(s); then

{J Transfar 1o Stata Records Center; hold year{s}; then

K Oestroy.

3 Transfer to State Archives for permanent retention,

O Other [Soecify)

PR T

Thesa instructions apply to al! prior and future accumulations of the series.

State Records Committae (Signature) Date

Recommendations in para-
graph 12 are approved. ~ State Auditor/Designee

(1f disapproved, attach /ecter 0) ,1.
of axplanation.) -~ - Secretawatemesignee

Attorﬁev \_enﬂ'ai’Deslanee

By P T PV . - L A = M Ny % M vy WELT AT LR W1 LT A e e R o EA L  m
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OFFICE OF THE SECRETARY QF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARGHIVES AND HISTORY.
. - RECORDS MANAGEMENT DIVISION
. o, INSTRUCTIONS See Pubhczglon No. 76—RM—1 for instructions on completing this form. Forward signed orlgmat to
3 . Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, éeorgca 30334,
B Attention: Scheduling Section, - , : ,
. | __ FOR AGENCY USE 1. Agency Address T " FOR RECORDS MANAGEMENT USE
i Apoucanion Date Georgia Ports Authority ' : Application Number E
Dol 1-04-79 - Administration Division 79-5
= . Aopiication Number gOST Of;: 'Cg Box124g?402 . Date Racaived Date Compiated .
' avanna eorgla '
P 61 ’ : JAN 191979 |APR - g 1g79
: 1 2. Berson to Contact o .  Working Title Telephone Number
© | __charles E. Steed Director of Administration 964-1721, 249

-~

| 3. Action Requested
3. R Estaousn Retention ScheduIQ' record will continue to accumulate.
b. CI Dispose of present accumulation; no further accumulation anticipated.

i ¢. . Amend Application No, Check One: O] Change; O Supercede: O Void

+ 4, Dates of Series S. Rneofds Series Title (followed by title used in office; if different)
é Earliest Latast
1976 | To Date Over“hme Report File (Pay L 20; Pay 12 D)
g . Cwmion and Office Function What is the function of the Dlvmon and the Office in which this record series is createc‘.?

The Director of Administration assists the Executive Director in the managerial functions
¥ of the Georgia Ports Authority and is responsible for the operations of the Personnel,
g Safety and Training, Port Police and Reproduction/Communications Departments. Maintains

lialison with labor attorney and keeps the staff advised of any new labor laws and acts.

7. Reacoed Series Description This file contains the followmg documents (mclude form numbers and titles, if any}:

_ Attach samples of the file.
Documents reiating to: A breakdown of hours worked; straight time, overtime, holiday,

vacation, etc.

included are: Listing of overtime hours by division and a payroll analysis report
- for hourly paid employees.

File is arranged: Printouts are arranged chronologically, current date on top. Information
on printouts is arranged by division.
8. Monthiy Referenca Rate How often are records referred to which are:
One to six monthsold % ____: Seven to tweive months old 4 ; Thirteen to twenty-four months oid _____O —_—
! twenty-five months and older _?
9. Annual Rate of Accumulatipn of Rerords '
Letter-size drawers /p ; Legal-size drawers n/ : Shelves n/a ; Other (specify) ! _legal box

AR=50-71; Rev.78 ) ) {Over)

| . sy




NO | 10. Questionnaire {Place an '"X" in the proper column) g

if ves. where? Pay L 20 copied to Opera’rsons Division, EPM Division, Port Police Dept.

_.__j._.:.__ L. 15 this series for a major portion of /t) requiarly mictofilmed?. Y.

YE
a. s this the officiai copy of the series? RN
X if not, where is it? _ - _ : -
- il ] T
b. Does the series eontam'confidentiai information requiring security handling? If yes, cite law or regulation. N
X Privacy Act Sy j
X ¢, Is this a vital record? . ' : - , - : y
X d. Does this series have historical or Iong tarm research value? S LTTT i L f
' e. When one or two documents in the file make it necessary to keep the entire file for a long per:od could these
n/a documents be scheduled sggg__a_:glv?
, X f._ls the information mntawﬂmwmmnm N
, .
ﬁ 4 g. s the information contained in this serles ever analyzed and/or recorded in a summarlzed report? .
X - 1f ves, attach copy, : .
i i h. 1s there a duplication of this series in your office, or in another of-fnce or agency? ¢
!X

i DQees the record series result in a computer printout?

-
1

.
!

1. Retention Requiraments f The following requires the series o be kepf:
a. State Law years. d. Audit period years,
5. Sratute of limitation years. - e, Administrative need 1 vears,

=ageral faw years. f. Federal retention instructions years,

1]

Attach copy or excerpt of 12w or regu'ations. Explain administrative heed.

A T Y

X w ket

L - L [ _— - . i N .
12. Aouroved Disposition Instructions  This agency recommends that the file series be cut orf at the end of each: | [
0 Calendar Year; O Fiscat vear; B Other six _months then,
33 Hoid in the current files area month(s) 1 _____ vear(s); then
{2 Transfer to locat hoiding area, hold year(s); then

O Transfer to State Racords Canter; hold
IR Destroy,

{0 Transfer to State Archives for permanent retention.
0 Other [Specify)

YRS then

These instructions apply to all prior and future accumulations of the series.

—

Reccmmendations in para-
graph 12 are approved. ~ State Auditor/Designee

/f disspproved, attach letter e
of explanation.) Secretary. e/Designee

e

Agency Head/Designee (Signature] " Date . Records Ma'\agement Qfficer /Sagnaturel Date
[ i T R B ' ’
7/ '/ 777 (ahad. &»@MM | Vs a4

Stata Records Commtttee_ {Signature) Date

4
At*orne" GeneraI/Demgnoe

T AT WPV S o LG AR T W el R SRR el g T RT  memee apee s W R e --




